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What  distinguishes  a  successful  office  woman  from  the  one  who 
is  just  marking  time?  Initiative  is  the  answer  supplied  by  members 
of  the  Readers'  Panel  of  the  Bulletin.  As  Miss  Laura  Minnite  put 
it,  this  is  "the  ability  to  make  up  your  mind  to  do  something  on 
your  own  if  the  situation  demands  it." 

One  way  to  develop  this  desirable  trait  was  suggested  by  Miss 
Sharon  Lee  Brown:  "A  business  woman  should  use  her  initiative 
in  small  matters,  at  the  beginning.  Eventually,  these  'small'  things 
will  grow  and  grow.  The  woman  soon  will  be  carrying  a  greater 
responsibility  than  she  ever  expected." 

Mrs.  Vivian  S.  Rams  felt  that  showing  initiative  could  add  luster 
to  your  work.  "To  make  and  keep  your  job  interesting,  look  for 
things  to  improve.  Keep  up  to  date  on  company  policy  by  studying 
all  directives  and  instructions  issued.  Your  value  will  be  recognized 
and  appreciated  if  you  think  of  things  to  do  and  do  them  without 
having  to  be  told." 

Anticipating  the  boss's  needs  is  a  further  sign  of  initiative,  according 
to  Mrs.  Frances  Hunter.  "The  successful  woman  is  constantly  on  the 
lookout  for  better  ways  of  performing  her  duties  and  of  relieving  her 
boss  of  details.  Being  able  to  anticipate  his  needs  is  important." 

Work  organization  can  display  initiative,  too.  Miss  Doris  Rydall  said, 
"Be  able  to  work  on  your  own — make  useful  suggestions  and  think 
ahead.  The  ability  to  use  your  head  and  good  commonsense  are 
vital.  Know  how  to  plan  your  work  so  that  you  can  judge  the  degree 
of  priority  and  do  the  most  urgent  jobs  first,  fit  in  the  others  when 
possible.  Be  able  to  organize." 

Mrs.  Hazel  B.  McLean  defined  initiative  as  willingness  to  try  some¬ 
thing  new.  "Be  progressive.  Have  an  open  mind  and  continually 
strive  to  better  your  methods  and  systems.  Don't  be  afraid  to  try 
new  ideas;  they  don't  all  work,  but  those  that  do  well  offset  any 
brainstorms  that  fizzle  out." 

For  the  woman  who  wants  to  enlarge  her  job  and  her  contribution 
to  the  business,  Mrs.  Erma  Barber  pointed  out,  "Initiative  is  neces¬ 
sary  for  that  step  forward.  One  must  be  resourceful,  constantly 
alert,  and  observant." 


(or  thereabouts!) 
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October  2-8, 1960,  is  National  Business  Woe 


Keeping  Up  With  the  Boss  on  the  Go 

The  fall  season  signals  the  resurgence  of  associa¬ 
tion  and  club  meetings,  and  the  guest  for  after-dinner 
speakers  is  on.  If  your  boss  is  in  demand  on  the 
"chicken  a  la  king"  circuit,  a  system  evolved  by 
Mrs.  Norma  Shotts  of  Dallas,  Texas,  may  be  helpful 
for  keeping  track  of  speaking  engagements.  Norma  is 
secretary  to  Mr.  Louie  E.  Throgmorton,  vice  president 
and  director  of  public  services.  Republic  National 
Life  Insurance  Company. 

Mr.  Throgmorton  said,  "My  trips  take  me  for  a  talk 
somewhere  every  day.  I  made  402  last  year.  Keeping 
these  appointments  is  an  art,  and  I  believe  our  method 
is  foolproof.  Anyone  can  look  in  my  appointment  book 
and  get  all  the  details  without  asking  guestions.  We 
keep  these  records  for  several  years;  I  can  find  what 
I  talked  about  last  year  or  three  years  ago." 

Here  is  Norma's  system,  which  easily  can  be 
adapted  by  secretaries  whose  bosses  travel  and/or 
speak  freguently: 

Appointment  Book 

Upon  receiving  a  reguest  for  a  speaking  date,  I 
note  it  in  pencil  in  Mr.  Throgmorton's  appointment 
book.  When  we  confirm  the  date,  I  erase  the  pencil 
notes  and  rewrite  them  in  ink.  Thus  we  avoid  giving 
out  dates  that  have  been  "spoken  for." 

The  information  always  is  listed  in  the  appointment 
book  in  this  order:  time  and  meeting  place  on  the  first 
line;  city  and  name  of  the  group  on  the  second  line; 
the  subject  of  the  speech;  and  name,  address,  and 
telephone  number  of  the  person  contacting  us. 

Louie  Throgmorton's  Schedule 
June  1960 

6-1-60  Dallas  -  Jaycees  -  Noon  -  Adolphus  Hotel,  Cactus 
Room  -  Dr.  F.  D.  Mauk,  Ext.  331  -  Mr.  Bill  Nathan 

6-1-60  Dallas  -  Cedar  Crest  Methodist  Church  -  Family 
Night  Dinner  -  Russell  Porter  -  WH  8-7171 

6-2-60  Osceola,  Ark.  -  Kiwanis  Club  -  Noon  -  Mr.  Ray 
Morgan 

6-2-60  Tyronza,  Ark.  -  Rotary  Club  -  Banquet  -  Mr.  Charlie 
Johnston  -  Dr.  Lowry  H.  McDaniel  (McDaniel 
Clinic) 

6-3-60  Hot  Springs,  Ark.  -  Arkansas  Press  Association  - 
7:00  p.m.  -  Arlington  Hotel  -  Mr.  W.  G.  Conley 

6-4-60  Dallas  -  Hearing  Aid  Dealers,  State  Convention  - 
6:30  p.m.  -  Sheraton  Hotel  -  Mr.  L.  M.  Campbell  - 
RI  2-4066 


Before  putting  the  correspondence  into  our  files, 
we  underline  in  red  in  the  appointment  book  the  way 
the  material  is  filed.  Since  our  system  is  a  combination 
of  alphabetical  and  subject  filing,  this  saves  unneces¬ 
sary  searching  later. 

Itinerary 

At  the  end  of  each  month,  I  list  Mr.  Throgmorton's 
engagements  for  the  next  month  and  have  40  copies 
duplicated  and  distributed  as  follows: 

1  Mr.  Throgmorton  (for  his  briefcase) 

1  Mrs.  Throgmorton 

1—  Our  files 

1  For  me  to  take  home 

15  Reinsurance  department 

15  Agency  department 

1 — Mr.  Throgmorton's  mother  and  brother  (out  of 
town) 

1 — Mrs.  Throgmorton's  parents  (out  of  town) 

4-  Extras 

Our  Agency  and  Reinsurance  departments  can 
look  over  the  itinerary  and  notify  any  of  our  field  men 
or  clients  of  Mr.  Throgmorton's  forthcoming  visit  in 
their  area. 

Geographical  Card  File 

Our  geographical  card  file  was  started  a  year  ago, 
and  it  has  been  very  helpful.  Cards  are  filed  alpha¬ 
betically  by  city.  When  Mr.  Throgmorton  receives  an 
invitation,  we  can  find  out  the  dates  of  his  previous 
visits  to  that  city,  what  groups  he  has  visited,  names 
he  will  want  to  remember,  and  subjects  used. 
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fomen's  Week  and  also  Letter  Writing  Week. 


FROM  NINE  TO  FIVE 


By  Jo  Fischer 
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“I  m  not  sure  about  my  punctuation  so  is  it  all  right 
if  1  just  leave  lots  of  space  in  between  the  words?” 


Writing  Letters  That  Get  Results 


Since  this  is  Letter  Writing  Week,  a  few  words 
about  composing  friendly  letters  are  in  order.  It's  also 
National  Business  Women's  Week.  The  two  observ¬ 
ances  go  hand  in  glove,  because  most  women  have 
a  knack  for  writing  letters  that  build  good  will  for 
their  organizations. 


This  ability  can  be  acguired  through  practice  and 
attention  to  some  basic  rules  (see  box  on  this  page). 
Cordial  letters  that  get  action  not  only  please  the 
recipients,  but  also  enhance  the  reputation  of  the 
writer  for  having  a  good  business  head.  For  instance, 
a  correspondent  whose  boss  was  away  wrote  a  sooth¬ 
ing  letter  in  reply  to  a  complaint  from  a  oustomer, 
rather  than  wait  for  the  boss's  return.  (This  is  a  good 
example  of  initiative,  too.)  When  her  boss  saw  the 
carbon  copy  of  her  letter,  he  was  so  impressed  with 
her  treatment  of  the  irate  customer  that  he  gave  her 
a  raise. 


The  Shape  of  Things  to  Come 


Starting  at  the  end  of  1961,  the  United  States  Post 
Office  will  refuse  to  handle  some  shapes  of  envelopes 
in  first-  and  third-class  mail.  The  restrictions  are  due 
to  the  increased  mechanization  in  the  Post  Office. 


Early  announcement  of  these  rules  will  give  large- 
volume  users  time  to  use  up  current  stocks  of  enve¬ 
lopes  and  order  the  acceptable  sizes  for  future  mail¬ 
ings,  according  to  "Today's  Office,”  a  newsletter 
published  by  Kelly  Girl  Service,  Inc.  Minimum  size 
mail  that  will  be  accepted  is  3  by  4}-i  inches.  All 
envelopes  must  be  rectangular,  with  a  length-width 
ratio  of  1.414  to  1  or  more. 


You  can  get  a  copy  of  the  proposed  rules  from  the 
United  States  Government  Printing  Office,  Washing¬ 
ton  25,  D.  C.,  for  15  cents.  Ask  for  the  May  4,  1960, 
issue  of  the  "Federal  Register.”  Mailers  may  submit 
comments  on  the  proposal  to  Mr.  E.  A.  Riley,  director 
of  Postal  Services  Division,  Post  Office  Department, 
Washington  25,  D.  C. 


Incidentally,  the  new  4 -cent  postage  stamp  designed 
to  salute  U.  S.  women  as  a  group  brought  this  guip 
from  Marya  Mannes,  author,  reporter,  and  wit;  "It's 
patting  women  on  the  head-as  usual.” 


In  another  case,  a  secretary's  letter  secured  a 
prominent  business  man  as  a  judge  for  a  contest  her 
company  was  sponsoring.  He  modestly  had  demurred 
at  first,  but  she  assured  him  that  his  business  back¬ 
ground  well  gualified  him  to  select  the  best  entries. 
When  her  boss  came  back  from  the  judging  session, 
he  told  her  that  two  of  those  he  had  invited  backed 
out,  but  the  one  who  received  her  cordial  letter  was 
there  early  and  did  a  terrific  job. 


Ten  Commandments  for  Letter  Writers* 

1.  Give  some  thought  to  your  letter  before  you  begin 
writing. 

2.  Be  friendly,  conversational — write  as  you  talk. 

3.  Be  direct  and  get  to  the  point  without  wasting  words 
and  time. 

4.  Be  precise  and  say  exactly  what  you  mean  without 
obscure  words  to  avoid  misunderstanding. 

5.  Write  from  the  other  person's  point  of  view,  keeping  his 
interests  dominant,  his  intelligence  unquestioned,  his 
pride  unsullied. 

6.  Be  courteous  and  polite  even  when  you  know  he's 


7.  Avoid  cliches,  stilted  language,  and  word  crutches. 

8.  Be  correct  in  spelling,  grammar,  and  punctuation. 

9.  End  each  letter  when  you've  said  your  piece,  bowing 
slightly  without  scraping. 

10.  Reread  each  letter  before  signing,  and  do  over  any 
you  wouldn't  want  sent  to  you. 


‘Courtesy  of  Lemarge  Mailing  Service  Company,  Chicago, 
Illinois. 


The  Mailbag 

Better  to  Include  “P.  O.” 

With  regard  to  omitting  "P.  O."  before  the  box 
number  in  an  address,  what  about  someone  who  lives 
at  "Box  120,  Road  Street,  Backwoods,  U.  S.  A."? 
Wouldn't  it  be  better  to  include  "P.  O."  to  designate 
that  the  mail  is  to  be  delivered  to  a  post  office  box? 
Omitting  this  might  confuse  postal  authorities  (and 
others)  as  to  whether  it  is  actually  a  P.  O.  number  or 
a  box  number. 

— Just  Inquisitive 
A  Secretary's  Dilemma 

I  am  secretary  to  the  president  of  our  company. 
Today,  an  executive  asked  him  to  fire  one  of  the  girls 
in  his  department,  which  he  agreed  to  do  at  the  end 
of  the  month.  This  girl  is  a  good  friend,  so  I'm  in  a 
quandary.  She  knows  that  I  usually  know  about  per¬ 
sonnel  changes  in  advance.  If  I  don't  tip  her  off,  she 
may  resent  it.  Still,  I  don't  feel  free  to  divulge  con¬ 
fidential  information. — L.  P. 

You  are  right;  your  first  loyalty  is  to  your  boss  and 
company.  It's  essential  for  a  secretary  to  keep  secrets 
— it's  part  of  her  job — even  though  they  may  concern 
her  friends.  Actually,  it  may  be  easier  for  your  friend 
to  be  notified  by  the  president  than  to  have  you  see 
her  reaction  to  the  bad  news.  She  may  wish  to  save 
face  by  giving  the  impression  that  she  resigned. 

"Call  Me  Mister" 

Will  you  help  us  settle  a  dispute?  If  "Jr."  is  part  of 
a  man's  name,  should  a  letter  be  addressed  to  him  as 
"Mr.  John  Jones,  Jr."  or  "John  Jones,  Jr."? 

— Dorothy  C. 

It  is  proper  to  address  the  man  as  "Mr.  John  Jones, 
Jr."  He  is  a  "Mister,"  and  "Junior"  is  part  of  his 
name,  so  he's  entitled  to  both  designations. 

The  confusion  may  stem  from  the  rule  that  you 
cannot  give  a  man  two  titles  if  they  mean  the  same 
thing.  For  instance,  "Dr.  John  Jones,  M.D."  and 
"Mr.  John  Jones,  Esq."  are  incorrect.  "Dr."  and 
"M.D."  are  synonymous,  so  are  "Mr."  and  "Esq." 


When  two  titles  have  different  meanings,  it  is  ] 

proper  to  use  both.  An  example  is:  "Mr.  John  Jones, 
President."  Jn  this  case,  the  man  is  a  "Mister"  as 
well  as  "President"  of  his  organization. 

The  Kindergarten  Look 

We  have  had  a  clean-up  campaign  in  our  office, 
and  with  one  exception  (which  we  are  still  tactfully 
working  on),  it  has  been  quite  successful. 

Perhaps  you  would  like  to  point  out  to  readers  the 
merits  of  good  housekeeping.  Our  major  complaints 
were  post  cards  and  cute  pictures  taped  to  desks  and 
files,  pooped  plants,  figurines,  and  so  on.  Also,  people 
were  careless  about  locking  drawers,  covering  equip¬ 
ment,  and  clearing  off  desks  at  the  end  of  the  day. 
Unsightly  blotters  and  debris  from  coffee  breaks 
added  to  the  general  kindergarten  look.  It  is  amazing 
how  these  things  can  accumulate,  and  everyone  had 
a  good  laugh  when  they  were  pointed  out  to  them. 

A  clear  working  area  with  only  necessary  tools  is 
a  big  help  to  clearer  thinking.  Some  people  drag  out 
everything  from  their  desks  and  pile  it  on  top  to  look 
busy;  actually,  they  look  as  if  they  were  incapable 
of  handling  the  workload. 

— A  Reader 

*  *  * 

Correspondents  Anonymous 

We  love  to  get  letters  from  readers  and  to  share 
their  comments  and  problems  with  others  through  the 
Bulletin.  If  a  reader  says  that  it  is  all  right  to  publish 
her  letter  providing  we  don't  use  her  name,  we're 
glad  to  comply  with  her  wishes.  However,  all  letters 
should  be  signed  with  the  writer's  full  name  and  ad¬ 
dress,  so  that  we  can  answer  them  personally. 

Jf  the  reader  who  signed  her  letter  "Annoyed  with 
'Disgusted  with  Human  Nature'  "  will  send  in  her 
name  and  address,  we'd  like  to  reply  by  mail.  Thanks! 


Sincerely, 


Marilyn  French,  Editor 


Jf  you  have  a  question,  we'll  be  glad  to  answer  it. 
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